
UY BAN NHAN DAN
phiTong binh phi/oc

CONG HOA XA H0I CHU NGHIA VIET NAM 
Doc lap - Tir do - Hanh phut*

So: 05/2025/QD-UBND Binh Phpoc, ngay 01 thang 7 nam 2025

QUYET DINH
Ban hanh Quy djnh ve chuc nang, nhiem vu, quyen han va co’ cau to chuc 

cua Trung tam Phuc vu hanh chinh cong phuong Binh Phuoc
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Can cu Luat To chuc chinh quyen tfia phuong ngay 16/6/2025;

Can cuLuat Ban hanh van ban quy pham phcip luat ngay 19/02/2025 va Luat 
sua doi, bo sung mot so dieu cua Luat Ban hanh van ban quy pham phap luat 
25/6/2025;

Can cuNghi quyet so 202/2025/QH15 ngay 12/6/2025 cua Quoc hoi ve sap 
xep don vi hanh chinh cap tinh;

Can cu Nghi quyet so 1662/NQ-UBTVQH15 ngay 16/6/2025 cua Uy ban 
Thuong vu Quoc hoi ve viec sap xep don vi hanh chinh cap xd cua tinh Dong Nai 
nam 2025;

Can cuNghi dinh so 150/2025/ND-CP ngay 12/6/2025 ve quy dinh to chuc 
cac co quan chuyen mon thuoc Uy ban nhan dan tinh, thanh pho true thuoc Trung 
uong va Uy ban nhan dan xd, phuong, dac khu thuoc tinh, thanh pho true thuoc 
Trung uong;

Can cuNghi dinh so 118/2025/ND-CP ngay 09/6/2025 ve thuc hien thu tuc 
hanh chinh theo co che mot cua, mot cua lien thong tai Bo phan Mot cua va Cong
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Dich vu cong quoc gia;

Can cuNghi quyet so 04/NQ-HDND ngay 01/7/2025 cua Hoi dong nhan dan 
phuong Binh Phuoc ve viec thanh lap cac co quan chuyen mon va Trung tam 
Phuc vu hanh chinh cong phuong Binh Phuoc;

Theo de nghi cua Gidm ddc Trung tam Phuc vu hanh chinh cong va de nghi 
cua Chanh Van phdng Hoi dong nhan dan va Uy ban nhan dan phuong.

Dieu 1. Ban hanh kern theo Quyet dinh nay Quy djnh chuc nang, nhiem vu, 
quyen han va co cau to chuc cua Trung tam Phuc vu hanh chinh cong phuong 
Binh Phuoc.

Dieu 2. Quyet dinh nay co hieu lire thi hanh ke tu ngay 01 thang 7 
nam 2025.
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Dieu 3. Chanh Van phong Hoi dong nhan dan va Uy ban nhan dan, Giam 
doc Trung tarn Phuc vu hanh chinh cong, Thu trudng cac co quan, don vi, cac to 
chirc, ca nhan co lien quan chiu trach nhiem thi hanh Quyet dinh nay./.

Noti nhan:
- UBND tinh Dong Nai;
- Van phong UBND tinh Dong Nai;
- So- Noi vu tinh Dong Nai;
- Trung tarn PVHCC tinh Dong Nai;
- TT Dang uy- HDND phirong Binh Phuoc;
- CT, cac PCT UBND phirong Binh Phuoc;
- LDVP, CVVP;
- Nhu Dieu 3;
- Luu: VT, TTPVHCC.

TM. UY BAN NHAN DAN 
CHU TICH



UY BAN NHAN DAN 
PHir0NG BINH PHU0C

CONG HOA XA H0I CHU NGHIA VIET NAM 
Doc lap - Tu’ do - Hanh phuc

QUY DjNH
Ve chuc nang, nhiem vu, quyen han va co* cau to chuc 

cua Trung tam Phuc vu hanh chinh cong phuong Binh Phuoc
(Ban hanh kem theo Quyet dinh so 05/2025/QD-UBND ngay 01/7/2025 

cua Uy ban nhan dan phuong Binh Phuoc)

chlTong I 
VI TRI, CHlTC NANG

Dieu 1. V| tri
1. Trung tam Phuc vu hanh chinh cong phuong Binh Phuoc (sau day goi tat 

la Trung tam) la co quan hanh chinh true thuoc Uy ban nhan dan phuong Binh 
Phuoc chiu sir chi dao, dieu hanh true tiep cua Uy ban nhan dan, Chu tich Uy ban 
nhan dan phuong, sir chi dao, huong dan ve chuyen mon, nghiep vu cua cac co 
quan nha nude co tham quyen.

2. Trung tam co tu each phap nhan, co con dau va tai khoan rieng theo quy 
dinh cua phap luat.

3. Tru so Trung tam: So 01, Duong Cach Mang Thang Tam, phuong Binh 
Phuoc, tinh Dong Nai.

Dieu 2: Chuc nang
1. Trung tam co chuc nang tham muu giup Uy ban nhan dan, Chu tich Uy 

ban nhan dan phuong quan ly, dieu hoa, dieu phoi hoat dong giai quyet thu tuc 
hanh chinh theo quy dinh tai dia phuong. La dau moi tap trung thuc hien viec
huong dan thu tuc hanh chinh, ti6p nhan ho so cua ca nhan, to chuc de giai quyet 
va tiep nhan, tra ket qua cho to chuc, ca nhan theo quy dinh.

2. Tham gia de xuat cac giai phap nham cai each thu tuc hanh chinh, hien 
dai hoa hanh chinh, ung dung cong nghe thong tin trong giai quyet thu tuc hanh 
chinh theo quy dinh cua phap luat. Dang cac van ban phap luat tren Trang thong 
tin dien tu phuong (neu co).

CHUONG II
NHIEM VU VA QUYEN HAN 

Dieu 3. Nhiem vu va quyen han
1. Cong khai kip thdi, day du bang phuong tien dien tu hoac van ban danh 

muc, noi dung thu tuc hanh chinh (TTHC) thuoc tham quyen giai quyet va duoc 
thuc hien tai Trung tam theo quy dinh cua phap luat ve kiem soat TTHC va quy 
dinh phap luat co lien quan.
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2. Huong dan, tiep nhan, kiem tra tinh hop le, day du cua ho so theo quy 
djnh. So hoa, chuyen ho so den co quan co tham quyen de giai quyet TTHC, tra 
ket qua giai quyet TTHC cho to chuc, ca nhan theo quy dinh cua phap luat. Thu 
phi, le phi, cac nghla vu tai chinh (neu co) theo quy dinh. Tu choi tiep nhan doi 
vai ho so khong dung quy dinh.

3. Phoi hop voi cac co quan, don vi lien quan de giai quyet, tra ket qua giai 
quyet cho to chuc, ca nhan. De nghi cac co quan co tham quyen giai quyet va co 
quan, don vi co lien quan cung cap thong tin, tai lieu phuc vu cho cong tac tiep 
nhan, giai quyet TTHC. Ho trq to chuc, ca nhan ve phap ly va thuc hien djch vu 
cong true tuyen.
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4. Chu tri theo doi, giam sat, danh gia, don doc viec giai quyet va tra ket 
qua cua cac co quan, don vi lien quan theo dung quy trinh duqc phe duyet. Yeu 
cau co quan co tham quyen thong tin ve viec tiep nhan va tien do giai quyet thu 
tuc hanh chinh cho to chuc, ca nhan. Don doc cac co quan, dan vi xu ly cac ho sa 
den han hoac qua han giai quyet.

5. Tiep nhan, xu ly hoac bao cao ca quan co tham quyen giai quyet phan 
anh, kien nghi, khieu nai, to cao cua to chuc, ca nhan lien quan den viec thuc hien 
TTHC hoac lien quan den can bo, cong chuc va ca quan co tham quyen trong qua 
trinh giai quyet TTHC. Chuyen y kien giai trinh cua ca quan co tham quyen den 
to chuc, ca nhan theo quy djnh.

6. Phoi hop vai ca quan, don vi lien quan de to chuc tap huan, boi duang 
nang cao trinh do chuyen mon, nghiep vu cho can bo, cong chuc lam viec tai 
Trung tarn. Theo doi, don doc, nhan xet, danh gia viec chap hanh ky luat cong vu, 
noi quy, quy che lam viec doi vai can bo, cong chuc lam viec tai Trung tarn.

7. Bo tri, quan ly, de xuat nang cap ca sa vat chat, trang thiet bi dap ung 
yeu cau hoat dong cua Trung tarn theo quy dinh. Cung cap cac dich vu ho trq can 
thiet ve phap ly, thanh toan nghla vu tai chinh, sao chup, in an tai lieu va cac dich
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vu can thiet khac cho to chuc, ca nhan khi co nhu cau theo muc gia duqc cap co 
tham quyen phe duyet.

8. De xuat cac giai phap doi mai, cai tien nham nang cao chat luqng, hieu 
qua phuc vu, tao thuan lqi cho to chuc, ca nhan trong thuc hien TTHC. To chuc 
hoac phoi hop to chuc thong tin, tuyen truyen ve hoat dong cua Trung tarn va viec 
thirc hien TTHC theo ca che mot cua, mot cua lien thong.

9. Thirc hien nhiem vu kiem soat thu tuc hanh chinh theo tham quyen, xay 
dung chinh quyen dien tu, theo doi viec ung dung cong nghe thong tin tai Uy ban 
nhan dan phudng.

10. Thuc hien cac nhiem vu khac duqc giao theo quy dinh cua phap luat va 
theo chi dao cua UBND, Chu tjch UBND phudng.
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CHUONG III
CO CAU TO CHLfC, BIEN CHE VA CHE DO LAM VIEC

* • •

Dieu 4. Co* cau to chuc, bien che

1. Ca cau to chuc cua Trung tarn dugc to chuc tinh ggn, gom Giam doc, 
Pho Giam doc (so luong Pho Giam doc theo quy djnh cua cap co tham quyen) va 
05 bo phan chuyen mon giup viec, cu the:

a. Giam doc la ngubi dung dau Trung tarn, lanh dao, chi dao va dieu hanh 
hoat dong chung cua Trung tarn, chiu trach nhiem truoc Uy ban nhan dan, Chu 
tich Uy ban nhan dan phuang ve toan bo hoat dong cua Trung tarn. Chu tai khoan 
co quan.

b. Pho Giam doc tham miru giup Giam doc trong viec kiem tra, don doc 
cong chuc, vien chuc, nhan vien thuc hien tot nhiem vu dugc phan cong theo 
cac lTnh vuc Dia chinh, Moi truong, Do thi, Xay dung, Kinh doanh; Tu phap 
- Ho tich; Van hoa - Xa hoi; Lao dong Thuong binh - Xa hoi va kiem soat thu 
tuc hanh chinh, chuyen doi so.... Ngoai ra, thuc hien mot so nhiem vu khac 
theo sir phan cong cua Giam doc.

c. Cac bo phan chuyen mon giup viec gom:

- Bo phan tiep nhan ho so va tra ket qua;
- Bo phan ho trg, tu vdn phap ly;

- Bo phan hanh chinh van phong;
- Bo phan kiem soat thu tuc hanh chinh, chuyen doi so;

- Bo phan Tai chinh - Ke toan.
So luong can bo, cong chuc cua tung bo phan do Giam doc, Pho Giam doc 

phan cong theo chi tieu bien che dugc giao hang nam.

2. Bien che can bo, cong chuc cua Trung tarn dugc giao tren co so De an 
vi tri viec lam gan voi chuc nang, nhiem vu va nam trong tong bien che cua 
phuang Binh Phuac da dugc co quan co tham quyen giao.

3. Viec bo nhiem, mien nhiem, dieu dong, luan chuyen, khen thuong, ky 
luat va thuc hien ch£ do, chinh sach doi vbi Giam doc, Pho Giam doc va cac cong 
chuc lam viec tai Trung tarn do Chu tich Uy ban nhan dan phucmg quyet dinh theo 
quy djnh cua phap luat.

Dieu 5. Che do lam viec cua Trung tarn
Viec quan ly, dieu hanh cong viec hang ngay tai Trung tarn dugc thuc hien 

theo che do Thu truong.
Can bo, cong chuc lam viec tai Trung tarn phai thuc hien dung chuc trach, 

nhiem vu dugc giao va tuan thu cac quy dinh ve cac hanh vi khong dugc lam quy 
dinh tai khoan 1 Dieu 5 Nghj djnh so 118/2025/ND-CP ngay 09/6/2025 cua Chinh
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phu ve thuc hien TTHC theo ca che mot cua, mot cua lien thong tai Bo phan Mot 
cua va Cong Dich vu cong quoc gia va cac quy dinh phap luat co lien quan. Truong 
hop can bo, cong chuc dugc cu di dao tao, boi duang hoac co ly do vang mat phai 
bao cao vbi lanh dao Trung tarn trudc 02 ngay lam viec de lanh dao sap xep nguai
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thay the (trie truang hap dac biet, dot xuat thl bao truac 01 ngay lam viec).

Viec quan ly va su dung con dau, tiep nhan, phat hanh van ban va quan ly 
luu tru van ban, ho so tai lieu cua Trung tarn do Giam doc Trung tarn phan cong 
can bo, cong chuc lam viec tai Trung tarn thuc hien dung quy dinh phap luat.

Cong tac quan ly, su dung tai chinh va kinh phi hoat dong cua Trung tarn 
thuc hien dam bao theo quy djnh cua phap luat hien hanh.

Trong gia hanh chinh, can bo, cong chuc lam viec tai Trung tarn phai deo 
the hoac bang ten, mac dong phuc theo quy djnh. Trong giao tiep va giai quyet 
cong viec phai thuc hien dung quy dinh ve van hoa giao tiep noi cong so theo 
dung quy dinh hien hanh.

Viec hop, giao ban cong viec cua Trung tarn dugc bo tri vao thoi diem phu
f F 9

hgp, khong lam anh huong den viec giai quyet TTHC cua cac to chuc, ca nhan 
trong gia hanh chinh.

CHUONG IV
MOI QUAN HE CONG TAC

Dieu 6. Moi quan he cong tac
6.1. Doi voi Uy ban nhan dan phuxrng: Trung tarn chiu su chi dao quan 

ly, dieu hanh true tiep cua Chu tich Uy ban nhan dan phuang Binh Phuac. Giam 
doc Trung tarn co trach nhiem bao cao Uy ban nhan dan, Chu tich Uy ban nhan dan 
phuang ve tinh hinh va ket qua to chuc hoat dong cua Trung tam, ve to chuc, nhan 
sir va hanh chinh theo quy dinh.

6.2. Doi vo’i cac phong, ban chuyen mon, don vj lien quan: Trung tam co 
moi quan he phoi hgp tren ca sd binh dang, theo chuc nang nhiem vu, duai sir 
d\hu hanh chung cua Uy ban nhan dan phuang Binh Phuac, nham dam bao hoan 
thanh nhiem vu cua dia phuang, dan vi.

Trong trudng hap Trung tam va cac ca quan chuyen mon true thuoc Uy ban 
nhan dan phuang Binh Phuac dugc giao phoi hgp giai quyet cong viec, neu co 
kho khan, vudng mac, thi Trung tam tong hgp trinh Chu tich Uy ban nhan dan 
phuang Binh Phuac xem xet, quyet dinh.

Chuong V
DIEU KHOAN THI HANH

Dieu 7. Trach nhiem thi hanh
1. Giam doc Trung tam Phuc vu hanh chinh cong co trach nhiem trien khai, 

ph6 biln va t6 chuc thirc hien Quy djnh nay den toan the can bo, cong chuc cua
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Trung tarn.
2. Can cu quy dinh phap luat hien hanh va Quy dinh nay, Giam doc Trung 

tarn Phuc vu hanh chinh cong ban hanh Quy che lam viec cua Trung tam, dong 
thai chi dao, kiem tra, giam sat viec thirc hien Quy che da ban hanh.

3. Trong qua trinh trien khai thirc hien, neu phat sinh vudng mac hoac co 
sir thay doi ve noi dung quy dinh can sua doi, bo sung hoac thay the, Giam doc 
Trung tam co trach nhiem phoi hop voi Thu truong co quan, don vi lien quan bao 
cao de xuat Uy ban nhan dan phirdng de xem xet, giai quyet hoac sua doi, bo sung 
cho phu hop./.
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